
 

Installation 
Application installation has a standard procedure:  
 

 
To install the application, paste your link to the site and click Install. 
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Important!  
This application requires a Productivity app to be installed on your environment. 

After installing the application 
When the app is installed on your Creatio CRM system, it goes through all existing 
activities and fills in the template customization fields. 
 
Without it, you won't be able to edit activities that were created before the app was 
installed.  
By default, the app adapts activities that started or ended within the last month or later. 
If you need to adapt activities for a different period, or a specific record, use a business 
process called “Fix template field values”. To do this, enter the desired date interval in the 
Start and Due parameters and set them as the boundaries for the Read activities element. 

Tasks section 
●​ After installing the application, select the Activities PRO workspace  
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●​ To create an activity, go to the Tasks section and add a new activity 

 
 

●​ Fill in the basic information for the activity: Title, start and end time, category, check 
necessary checkboxes 
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●​ Choose the features you want: regular tasks and reminders 

 
 

Adding participants 
●​ In the Main information tab, add activity participants 
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●​ “+” button opens the window for adding participants and selecting a meeting room 

 
 

●​ The page has the Start and End fields, a button to add participants, a list of selected 
participants and a calendar where for every participant all his activities are 
displayed 
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●​ If the activity has a Meeting category, the page will display a field for selecting a 
meeting room 

 
 

●​ If the activity does not have an agenda, the room selection will be blocked 
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●​ If agenda for the activity is filled, you can select meeting room 

 
 

●​ After selecting a room, it will be displayed in a first row of the calendar 
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●​ Add Participants button opens a window for participants multiselect 

 
 

●​ Once all the necessary participants are added, they will automatically appear in the 
calendar 
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●​ You can set the start and end time of an activity using the slider on the calendar. 
The time step for slider is 10 minutes 

 
 

●​ If you want to set the exact time, use the Start and End fields. When you change the 
time, the slider on the calendar will move to the selected time 
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●​ To automatically search for a free window for an activity for a desired date, 
double-click on the date you want to insert the activity. If all participants have a free 
window on the selected day that fits the duration of the activity, it will be 
automatically placed in this window. Otherwise, a message about the lack of a free 
window will be displayed 

 
 

●​ The  calendar searches a free window in the time interval [8:00; 20:00] ([8 am; 
8pm]). You can change this in the calendar settings via a page editor. To do this, go 
to the page editing mode 
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●​ In the page editing window, go to the Source code page 

 
 

●​ Find the element named “CalendarSchedulerComponent” and replace the start 
time and end time as shown in the screenshot. After saving the changes, close the 
editing page and reload the page with the calendar 
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●​ All changes made on this page (participants selection or removal, start and end 
dates of the activity, etc.) will be applied only after saving. If you do not click the 
Save button, the changes will not be applied 

 
 

●​ The calendar allows you to schedule multiple activities for the same time for 
participants. However, if the meeting room is occupied for the selected time, when 
saving, the system will display a corresponding message and changes won’t be 
saved. This behavior can be changed on the application settings page 
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●​ After saving the changes on the participants selection page, the system returns to 

the activity editing page. The next step is to fill in the activity agenda 

 
Meeting room can be selected only if the activity has an agenda 
 

●​ If necessary, add subtasks to the activity 
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●​ The subtask will be linked to the parent activity. The parent activity cannot be 
completed unless all subtasks are completed or canceled. 

 
 

●​ A subtask has the same fields as a regular activity 
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Repetition template 
●​ If you check the Create repeated task checkbox when creating an activity, the 

Repetition template tab appears 
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●​ To set up a repetition template, the first thing you need to choose is a repetition 
frequency 

 
 

Repetition frequency 

Daily 
●​ With this frequency, the day selection appears  
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●​ Enter the number field (frequency of repetitions) and the type of day 
(Business/Weekend/Every day) 

 
For example, if you set the generation to every 2nd business day in the settings and the 
generation starts on Monday, the template will create activities for Monday, Wednesday, 
Friday, Tuesday, Thursday, Monday, etc. 

Weekly 
●​ Enter the frequency of repetitions in the numeric field and select the desired days 

of the week 
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For example, if you set the creation for every second week to only Tuesday and 
Wednesday, and the generation starts on Monday, the template will create activities for 
Tuesday and Wednesday of the first week, and no activities for the second week, Tuesday 
and Wednesday of the third week, etc. 
 

Monthly 
●​ There are two options for generating activities on a monthly basis:  

-​ Generate on a specific date: specifies an exact date of the month and a 
monthly frequency. 

 
For example, if you specify generation on the 22nd date of every 1st month in the 
template, and the generation starts on January 1, the template will create an activity for 
January 22, February 22, April 22, etc; 

-​ Generate for a specific day of the month: the number (first, second, ..., last), 
day of the week (Mon, Tue, ...), and monthly frequency should be specified. 
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For example, if you specify generation on the last Friday of each first month in the 
template, and the generation starts on January 1 and it is a Monday, the template will 
create tasks for the last Friday of January, the last Friday of February, etc. 

Yearly 

●​ Generates yearly activities and has two options: 
-​ Generate for a specific date: an exact date of an exact month should be 

specified. 

 

For example, if you specify the generation on May 24 of each year in the template, and 
the generation starts on January 1, 1994, then the activities will be created on May 24, 
1994, May 24, 1995, etc; 
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-​ Generate for a specific day of the month: specify the number (first, second, 
..., last), day of the week (Mon, Tue, ...), and month for which to generate. 

 

For example, if you specify generation on the first Monday of February in the template, 
and the generation starts on January 1, 2000, the template will create activities for the 
first Monday of February 2000, the first Monday of February 2001, etc. 

 
●​ After selecting the repetition frequency, you need to choose until when to repeat 

the activity 

 
 

 

Activities PRO for Creatio 



 

●​ There are 3 options:  
-​ Repeat with no limits: there are no conditions for template deactivation;  
-​ Repeat until a certain date: you specify an exact date until (and including) 

which template should generate activities. When this date is reached, the 
template will be deactivated; 

 
 

-​ Repeat a specific number of times: specifies an exact number of activities 
that should be created using this template. When this value is reached, the 
template will be deactivated. 
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●​ After selecting all the conditions, click Save 

 
 

●​ You can add participants directly from the activity to the repetition template 

 
To do this, when adding participants, you need to check an “Add to template” checkbox. 
By default, it is checked automatically. 
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Template for repeating subtasks 

●​ Subtask templates have a specific repetition frequency type - Bind to parent - that 
creates tasks with the same frequency settings as the parent (main) activity. This is 
the only available type for subtasks by default. 

 
 

●​ You can change the repetition frequency settings for subtasks in the settings 
section 
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●​ After you change the settings, another frequency types will be available for subtask 
templates: 

 
Important! Be careful when setting up subtask templates with standart repetition 
frequencies, as the results of such settings can lead to an unexpected behavior! 
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Activity templates section 
This section stores all templates, including those created from activities.  
Once a template is created, it can only be edited from this section; changes in the template 
settings in the activity do not affect anything. 

 
 

●​ In this section, you also can create a template 
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●​ When creating a template in the Templates section, the following fields are 
required: Start time and Next activity date. 

 
Start time — the start hour and minute of the generated activities; 

Date of the next activity — the date from which system should generate activities. This field is 
available for filling only when creating a template. After saving the template this field will store 
automatically calculated values that can’t be changed. 

●​ You can also change activity data and repetition settings in the corresponding tabs 
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“Activity creation by template” business process is responsible for generating activities by 
templates. By default, it runs every day at 1 am and generates activities for 7 days in 
advance. And this value - 7 days - can be changed on the settings page, but it is not 
recommended to set it to more than 14 days. 
 

●​ After activity with the Meeting category have been generated, owner of the activity 
receives a notification about filling out the agendas 

 
 

●​ When you click on the notification, a page opens where you can enter an agenda 
and select a meeting room 
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Activity protocols section 
●​ To work properly with the agenda and protocols, you should first fill in the agenda 

in the activity.  

 
 
 

●​ After that, when an activity is started, or when an activity is completed, or when 
a Create protocol button is clicked, the system creates a protocol for this activity 
and every agenda item copies as to the protocol as a protocol subject 
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●​ And accordingly, this protocol can be viewed either on the activity page or through 
a separate section «Activity Protocols» 

 
 

●​ Every protocol subject item has a “Create activity” button in its context menu. The 
button creates an activity with reference to its protocol subject, i.e. a decision. And, 
accordingly, the Solution field of the subject is copied to the activity title, and the 
Notes field is copied to the activity notes 
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●​ All protocols can be viewed in the «Activity protocols» section. 

 
 

●​ You can also create protocols from the section itself 
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Meetings rooms section 
●​ In the «Meeting rooms» section you can add meeting rooms 

 
 

●​ Add a meeting room 
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●​ Enter all necessary data about the meeting room 

 
 

●​ After entering all data, save the changes 

 
After populating this section, you can select created meeting rooms in the corresponding 
field in the activities 
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Meeting room calendar section 
●​ The section displays all activities with the Meeting category, if a meeting room is 

selected in it 

 
 

●​ You can add an activity from the calendar. By default, the category is set to Meeting 
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●​ When you add an activity from the calendar, a new activity creation card opens 

 
 

●​ A separate page in the «Meeting rooms» section contains meeting room 
summaries, where you can analyze the number of activities per meeting room, the 
average duration of activities, overall room fullness statistics, and room fullness 
statistics distributed on activity owners 
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Advanced activity notifications 
●​ When you add a participant to an activity with a Meeting category, the participant 

receives an invitation. Invited participants can accept or decline it 

 
 

●​ The Approvals tab displays all the invitations that were sent for this activity: 
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●​ If the participant declines the invitation, they will be removed from the Participants 
detail and a record will appear in the “Participants who rejected an invitation” detail 
instead 

 
 

●​ Participants receive notifications about changes to the status, title, start date, end 
date, reporter and owner of the activity 
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●​ When the status of a subtask changes, a notification will also be sent to the owner 
of the parent task 

●​ If a participant is removed from an activity, they will also receive a notification 

 
 

●​ Participants also receive reminders before start and end of activities.  
By default, the system sends notifications about start/end of the activity 10 
minutes before start/end. You can change these values in the settings page. 
 

Before a start of an activity: 
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Before an end of an activity: 
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Notifications about overdue activities 
Overdue notifications are sent only to the author and/or the owner. These parameters can 
be configured in the settings page. 

An activity is considered overdue if it isn’t in a completed or canceled status and the time 
for its completion has already passed. 

Notifications can be sent for all overdue tasks or for the tasks from the last few days. 

 
You can set the frequency of reminders (every xx minutes and xx days) in the settings 
page.  
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Activity verification by the author before completion 
 

●​ In order to enable the verification before completion, you need to check the 
checkbox Need verification by reporter 

 
 

●​ If the reporter and owner are different, the checkbox is automatically checked 
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●​ Once the owner has completed their work with the activity, they cannot close it, but 

must send it for a verification 

 
 

●​ After that, the reporter receives a visa 
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●​ If the reporter confirms the visa 

 

 

●​ The activity moves to the Completed status 

Activities PRO for Creatio 



 

●​ If the reporter rejected the visa 

 

 

●​ The activity moves to the Returned by author status 
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●​ And the owner receives a notification with the reason of the rejection 

 

 

●​ All verification visas for the activity are displayed in a History of verifications detail, 
on the Approvals tab on the activity page 
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Configure the activity categories and statuses for which to 
send notifications 

●​ By default, activity invitations are only sent to activities with the Meeting category. 
If you want to receive invitations for other categories, go to the Lookups section 
and select the Activity categories lookup 

 
 

●​ After opening the lookup, you can choose which categories of activities system 
should send invitations to 
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●​ In an Activity statuses lookup, you can select about which activity statuses send 
notifications 

 
 

●​ You can also choose whether these activity statuses are visible to everyone or only 
to the author of the activity, when Need verification by reporter checkbox is 
checked 
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Set up the Activities PRO app 
You can disable or enable each of the app's settings or notifications in the Activities Pro 
Settings section (Studio workspace).  
To do this, you just need to check or uncheck the selected settings or enter the required 
value in the corresponding fields. 
 

●​ To configure the application, go to the Studio workspace and select the «Activities 
Pro Settings» section 
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●​ There are two tabs in the settings section: App settings and Notification settings 
●​ Application settings include parameters that are directly responsible for the 

application functionality, such as validation of subtasks and meeting rooms, 
generation of activities from templates, etc. 

 
 

●​ Notification settings allow you to enable/disable certain types of notifications and 
set the appropriate parameters 
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●​ When setting up time for remindings about start, end and overdue activities, the 
values should be multiples of 5 to avoid overlap between records, as related 
business processes start every 5 minutes. 

 
Business processes work with an accuracy of 5 minutes. Thus, if a reminder about the 
start of an activity is due 10 minutes before it starts, and the activity itself starts at 9:47, 
the reminder will be sent at 9:40. If the activity starts at 9:51, the reminder will  be sent 
at 9:45. 
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●​ When setting up reminders for overdue activities, you can choose for which period 

to select activities. The Remind during xx days field is responsible for this. By 
default, the value equals 1, which means that notifications are sent only for 
activities that were supposed to be completed today. If the value equals 2, the 
system will send notifications about activities that were supposed to be completed 
today and yesterday. If you set the value to 0, the system will send notifications 
about absolutely all overdue activities. 

 
 
 
 

Our contacts:  

+38 (044) 200-04-22 
ceo@crmgenesis.com  
https://crmgenesis.com  
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